
Annual Budget Planning Request 

Date: [Insert Date] 

To: [Recipient Name] 

Position: [Recipient Position] 

Organization: [Organization Name] 

Address: [Organization Address] 

From: [Your Name] 

Position: [Your Position] 

Organization: [Your Organization] 

Subject: Annual Budget Planning Request for [Fiscal Year] 

Dear [Recipient Name], 

I am writing to formally request the allocation of funds for our upcoming annual budget planning 

for the fiscal year [Insert Year]. This request is crucial to ensure we meet our operational goals 

and continue to provide excellent service to our stakeholders. 

As we prepare for the next fiscal year, I have outlined below the key areas where funding is 

essential: 

• [Key Area 1] - [Brief Description] 

• [Key Area 2] - [Brief Description] 

• [Key Area 3] - [Brief Description] 

We anticipate that with the proper funding in place, we will enhance our capabilities and achieve 

our objectives efficiently. I would appreciate the opportunity to discuss this request further and 

explore the budgetary implications. 

Thank you for considering our request. I look forward to your positive response. 

Best regards, 

[Your Name] 

[Your Position] 



[Your Organization] 

[Your Contact Information] 


